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. : GEORGIA DEPARTMENT OF HUMAN RESOURCLES
APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF ADMINISTRATIVE SERVICES
RECORDS MANAGEMENT UNIT

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlants, Georgia™”

30334. Phone - (404) 6564976 GIST: 2214883 _ o X
DHR 1. GEORGIA DEPARTMENT OF HUMAN RESOURCES ARCHIVES AND ms-ronv“
ation Date Department of Family and Children Services [Appiication Number ¥
Applicst - |0ffice of Administration and Management 8 2‘ — 2'2" -
6/24/82 47 Trinity Ave. S, W, Room 411-8 < ,
Application Number Atlanta, §a. 30334 , Dats Received '31}1_%“@“’]3‘132
82-22 JuN2g1082 | _
2. Pervon to Contact 7 Working Title Telephone Number
Lorraine Griffin Budget Officer 656-4426 -

3. Actior Requested
a. I Esablish Retsntion Schedule; record will continug to sccumulats,

b. O Disposa 9! prasent accumulation; no further sccumulation snticipated. £
c. JAmend Appiication No. Chack One: O Changs; O Supercsde a Vood _
4. Deves of Series & Records Sevies Tith followod by title used in office; I different] :

gt Latest
noraivif adt 4%

1980 [con:inm * Brcs Zaro Base: !udlet Projection, Analysis,-and Estimatres, rile
16 Division snd Offics Function WhnhmafunmonoftmDmuonlndthoOﬂminwhv;hmunoordqrmm:ramd? .

The Division of Pamily and Children Services, through the leaderthip of the nirector, is® es-
ponsible for administering, supervising, and regulating, services to indigent children, adults
and families, State-wide; for serving as liaisoa with the Regional Office of HHS concerning
the status of the State Social Service Plan and for~ clearing pelicy questions; and for workin
with other DHR Offices and Divisions to resolve problems affecting the operation of the Divi--
ion of Family and Children Servicei. -

r

The Office of Admtniltrntion and Management has the responsibility for; supervising the activ{
ities of the Division's State and Grants Budget.tnit, Administrative Support Unit, and the
Public Assistance Control Unit; developing, distributing, and maintaining administrative .
policies and procedures for District Staff; and act as liaison for the Division of raaily and
Children Serviées with the 0ffice of Ad-iniltration and the other administrative alements
within DHR,

7. Records Series Description This file containa the following documents {inc/ude form numbers and titles, i any):  Attach samplas of the file,
Documents relating to: projecting, analyzing, and estimating the nnnual budget for the n.part-ent

of Pamily and Children Services (n!CS)

included are: Activity Pinancial Summary-Governor's Budget Reconnendatlon, louae Budget Recomnend
ation, Senate Budget Recommendation; Activity Performance Measures-Program Direction and
Support; Conference Committee Budget Appropristion; Budget Analyzation and Comparison
Ledger Sheet; Zero Base Budget Request-Decision Package-Minumum and Current Objective Level
FPinancial Analysis (Cemputer Tymshare Primntouts); Zero Base Budget Request-Personal Services
Zero Base Budget Request-Schedule of Regular Operating Expenses (Sub-Objeets); Zero Base
Budget Request-Decision Package-Minumum and Current Level Program Analysis; Quarterly Eltin-l“
ates of Expenditures (Federal Budget Estimates) for AFDC, IV-B Child Welfare, IV-E Poster Car

-

USDA-Food Stamps, WIN, and siiscellancous Federal Programs; HHS Quarterly Statement of Expend¢
itures for State Using Simgle Letter of Credit (Financial Status Reports); Analysis Summary
Sheet; Personal Services Projectien Ledger Sheet; (See Continuation Sheet)

The file s arranged : g]phabetically by DFCS Program

_ Form 4098 (7-78) . _ C - (Oven)

8. Monthly Referance Rete How often sre records referred !t;;h‘ich are:
. One 1o 3ix montha ol —““_"—20 : Swm to twelve monthsold 33 .10 ;  Thirtesn to twenty-four months old 4 —_
tw.ntv dive monthsandolder —_2 . ? : ‘ .

9. Annual Rete of Accumylstion or Records

Latter-5ize drawers ;  Legslsize drmm__....‘.!____ : Shelm — . ; Other [Snecify)




1YvES | NO | 10. Questionnsira _ (Place ani X" in the preper sslumn} e .

a. ls this the officisl copy of the series?
if not, whars b It?

b. Does the sirias contaln confidantial informatien requiring security handling? If yes, cite lsw or reguistion.

c. s this s vital record?

(e P

d. Dows this seriss have hirtoricsl or long termn resarch value?

When one or two documants in the file make it necetsary to keep the entire filo tor a long period, could tham documents
be scheduled separstely? fenYe N fre o .

4

1. is the information contained in this series ever pubmh-d? it yn, lmch cow , R L

‘g. ] the information contalned in this ssrias ever analyzed snd/or ucordod ln 8 wmmanad nport?
M yes, atiach cODY. 5 - 5 ) [

h. Is thers a duplicstion of this ssries in your office, or in ancther office or nganw? ‘
" yes, whars?

" is this series for » major portion of it) regularly microfilmed?

Mididg 1

T, Dosi the record series result in 8 computer printout? . -« .~ o

11. Retention Requirements The foliowing requires tha serles to be kept:

4. Sute law —3 . ves © de Audit period ‘ ____L..._._voan
b. Statute of limitation yoars. s. Administrative need _S_,Myurl.

c. Federal law —_3 _vun _ 1. Fedsrat retsntion instructions

' . .

Arach copy or oxONPL of lews or reguistions. Exphin sdministrative need. .
Adutnis tratively” thede. records are. needed to. suppert. the npprpved budget fgr the Divin‘icm
"~ ' Sy 7Ly TT D Qﬁil

of, Pmily and children Services, - : . ' -
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. Application ¥ot Records Retention Schedule Pase 2

#7 Included Are; (continued)

Budget Analysis and Comparison Ledger Sheet; Projected Expenditures Listing; Block
Grant Fumds Financial Summsary; and related budget analysis docuwents and corpespondence.




